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X* GENERAL 

a 

a. APPLICABILITY \ 

OMs Regulation orovi&es for the adnlxd strati on of the Annual end Sick 
Leave Act of 1951, as mzsufod, in its to Agan ey employees 

covered by the provisions of the Act., and -.jontect «$JUqrM8 vho ere 
mbjcot to the provisions of this Act by the fcem» of their contracts* 

It my be applied in «Calrist«rlag leave of native and .foreign national 
contract ea^loyees at overseas ins'tell&tions if desirable* Modifications 
should be aatdej however* to reflect the xai^tdrcEmts of local lav and 
practices* toy such, sirdiflc&tions wcl-ch «qpa& the leave benefits herein 
must receive prior approval by the Assistant Director for Personnel and by 
the Comptroller. 

b. LEAVE YEAR 

The leave year ends with the lest day of the pay period following the last 
complete pay period in the ee-lxaiior year. Leave in excess of the tsaJdausa 
accua&ilatlcus stated in paragraph 3 c cast be used or forfeited by the end 
of the leave year. 

c. ACCRUED CREDITS AND MUCMW LEAVE CHARGE 

(1) Both ardual and sick leave are accrued at the rates indicated in 
paragraphs 3b and 4b, respectively, on a biweekly pay period basis.- 
As a general rule, these credits are not reduced if the employee has 
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been absent in a nonpay status for a brief period during a given pay- 
period* However, at any time a full-tine employee's absence In a 
nonpay status within a leave year totals 80 hours in one pay period, 
his credits for sick leave villlbe reduced by 4 hours, and his credits 
for annual leave will be reduced k, 6, or 8 hours, according to his 
leave -earning category* No leave accrues to the credit of an employee 
who is in a nonpay status for the entire leave year. 

( 2 ) She minimus charge for annual or sick leave is one hour* Additional 
leave will be charged in multiples of one hour* 

d. LEAVE BALANCES 

(1) Each employee is responsible for maintaining a personal record of his 

leave. , The Office of the Comptroller will 

furnish leave balances to employees once a year as a means of verifying 
the balance shown by this record* 

(2) During the Interval between such annual reports, questions which 
employees may have pertaining to their leave balances wist be presented 
In the form of a memorandum over -the signature of the appropriate 
Administrative Officer. Telephone Inquiries should be avoided whenever 
possible* However, In exceptional cases in which it is believed an 
emergency justifies a telephone Inquiry by an Administrative Officer, 
the appropriate Payroll Branch of the fiscal or Finance Division of the 
Office of the Comptroller will endeavor to furnish the information 
desired. 

e. TRANSFER OF LEAVE THOM OTHER FEDERAL AGENCIES 

(1) The Annual and Sick Leave Act of 1951, » as amended, provides for the 
transfer of accrued and accumulated annual and sick leave when an 
employee subject to the Act accepts employment In a different federal 
agency. The Office of Personnel will request the leave record of 
Agency appointees who have prior Federal service from the former 
employing agency* 

(2) Pending receipt of his official leave transcript from the former 
employing agency, an employee may be granted up to 10 workdays of 
annual or sick leave upon his personal certification that the leave 
requested is to his credit for transfer to this Agency* This certifica- 
tion will state the narae and address of the Federal agency from which his 
leave is to be transferred and will be attached to the Time and Atten- 
dance Report submitted for the employee covering the first pay period 
during which such leave Is used* 

f . EXPENSES OF PERSONAL NATURE NOT REIMBURSABLE 

Expenses of an employee for postage, telephone calls, telegrams or cables, 

incident to his applying for leave, reporting his leave taken, inquiring 

about his leave balances, etc., are of a personal nature and reimbursement 

1 00130038-6 

2 

CONFIDENTIAL 


Approved For Release 2002/01/23 : CIA-RDF 
REGULATION 


D4718A001 1001 30038-6 




25X1 A 


25X1A 


r 

Approved For Release 2002/01/23 : 

g* UNAUTHORIZED ABSENCE 


8A001 1 00130038-6 


FEHS01WEL 

J9$h 


An employee detained by cameo beyond his control and unable to report at 
Jv® °P« ni «g *>°w# notify his gnpervJisor as soon as possible on the 

rirst day of absence. Absence from duty for any cause, without prior 
permission, must be satisfactorily explained} otherwise, it will be charged 
as absence without leave and the employee will be subject to disciplinary 


h. TEMPORARY REPlJiCfMEOTS FOR EMPLOYEES ON EXTENDED T.J5AVB OF ABSENCE 

(1) Temporary "identical additional" positions may be authorised by the 
Assistant Director for Personnel or his designee to permit employment 
of a replacement for an employee granted e leave of absence for more 
than 60 days . 

. (2) Request for the establishment of a temporary position will be submitted 
to the Office of Personnel on Standard Form $2, Request for Personnel 
Action, In triplicate. Item A, Remarks, will identify the specific 
position and state the name of the regular incumbent and the type and 
inclusive dates of the leave period. 

(3) Request for action to obtain the temporary replacement either by re- 
cruitment or by in-servica action (e» g., Reassignment), will be prepared 
and submitted in aceurdenc^j^d^bnstrucfcions applicable to the tvne of 
involved 

2. ADtCt MTSTRATIVE RSSP0NSI Bill TIES 
a. SUPERVISORY OFFrotAI-S 


The administration of leave is essentially a supervisory responsibility. 
Accordingly, the authority for approval of leave should be delegated to the 
lowest supervisory level consistent with the requirements of this Regulation* 

(1) The Assistant Directors of the Office of the Deputy . Director (Intel- 
ligence), the Chiefs of Administrative Offices of the Office of the 
Deputy Director (Administration), the Chiefs of Senior Staffs and 
Area Divisions of the Office of the Deputy Director (Plans), the 
Director of Training, the Assists rt, Director for Cornmcd cations, and 
the Assistant Director for Personnel are responsible for the adminis- 
tration of leave within their respective juii evictions. They and 
their subordinate officials designated in accordance with paragraph 
(2) immediately below, hereinafter will be referred to as "apnrovinr 

(2) The officials listed, in paragraph (l) above may, in their discretion, 
delegate to supervisory personnel under their jurisdiction. In 
headquarters and in the field, the authority to approve periods 
of leave covering 30 calendar days or less* 
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(3) Approving officials say approve Imre req>»stat by eRg&oyess un4«r their 
Jurisdiction except a* isnwriftcA la b belcw, la •those cases 

requiring flail by tfca Assistant Biwwdw? far Perscar^l, they 

■ will reccasaeM the retiloa to bo taSasn# 

, h« Assrsmiw MiracfCR m n ssasm. 

(1) The Assistant Director fcsr Perscsrnel is res^wnsibOis for esoietang 
supervisory -officials ia eacercdslsg their res|^#ibilitl©a by establish- 
ing standards for their .guitooa# 

(2) He, or his deei^wse* Hill act as the final svyroving authority for 
requests for advance sick l/ma, m&teraity lews in excess of 6 Months* 
and extensions of Lts&va without pay beyond 12 ©oaths. 

c« aMBtaoum 

The Comptroller is reepaeisible for as8ixrl,ng that leave reported has been 

properly authorlred in acewdoacs with this Regulation end for miataining 

official leave records for e&ah ee^Loyee* 

3* AMUA1 I25AVE 
a. POLICY 

(1) leave will be greatest to easoloyee# at such tteas and in such 

ksm&m as local rark <mis&l titans panit* To tha extent prnftitted by 
wsrb cotafiitioafi'# supervisors should plan to allow each individual an 
extcod/id period of leave for rest and relaxation m.d& ymr* 

(2) jQtli wtf 1 ararop-i leave is a right of the individual in that' its accrual 
within statutory provisions t»y not be denied and. in that the indiv. iual 
is entitled to psysarb for specified balances upon sspemUon, it is 
navosihelas® the pr^ogEtlv® of the Agency to issstto tha fS.nal decision 
on when leave is to be us ad. 

(3) Personnel imst be given an cepesrtanitgr to take leave which would other- 
wise be forfeited# it la deuirabln that cppoKtwplty be . 

provided at a time fieeirad by the irdividiial ©anceraad, it reay be 
flVteAOlflhaA by the spsKCving afiici&l if work ccaditicas require. 

Denial of leave vdllba btnad on factors which aro reasonable and 
eatable end which do not dlscdadnate agairnt individuals. 

(h) Euployees of the Agency axe expected to plea vacations erd leave periods 
when their services can best b* -spared. Khen ccsrgeney conditions 
require EfiJdMm attendance* employes nay be required to forego scheduled 
leave until such tine es their sendees nay be spared without undue 
detri&ent to the operations of the Agency. 
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(1) Employees shall be entitled to annual leave only after having been 
currently employed for a continuous period of 90 days under one or more 
appointments without a break in service. Although a separation of one 

or more workdays constitutes a break in service, leave without pay during 
the 90 -day qualifying period is not a break in service. 

(2) Full-time employees are entitled to annual leave with pay which shall 
accrue as follows: 

(a) Employees with less than 3 years of service: One-half day for each 
biweekly pay period. 

(b) Employees with 3 but lees than 15 years of service: Three -fourths 
day for each full biweekly pay period, except that the accrual for 
the last full biweekly pay period in the calendar year shall be l£ 
days. 

(c) Employees with 15 or more years of service: One day for each full 
biweekly pay period. 

( 3 ) Part-time and "when actually employed" employees for whan there has been 
properly established in advance a regular tour of duty of 1 or more days 
during each administrative workweek shall earn leave as follows: 

(a) Employees with less than 3 years of service: One hour of a n n ua l 
leave for each 20 hours in pay status. 

(b) Employees with three hut less than 15 years of service: One hour 
of annual leave for each 13 hours in pay status. 

(c) Employees with 15 or more years of service: One hour of annual 
leave for each 10 hours in pay status. 

(4) Any change in the rate of accrual of annual .leave by an employee shall 
take effect as of the beginning of the pay period following completion 
of the required period of service. 


e. ACCIMJLATION OF ANNUAL LEAVE 
(l) Maximum Accimulatlon 

Within -the limitations stated in (a) and (b) below, an employee may, 
during any leave year, accumulate Ms unused accrued leave for use in 
succeeding years. Except as provided in paragraph (2) below, an 
employee who has not used annual leave to hi® credit in excess of the 
maximum indicated by the beginning of any leave year will forfeit such 
.leave. 

(a) Except for those categories of employees serving overseas who are 
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specified in paragraph (b) ixsaediately below, employees are limited 
to an accumulation of 30 days of annual leave. 

(b) Hie following categories of employees who are stationed outside the 
several State© and 1 , the District cf Columbia ere limited to an 
acctsaulatloa of 45 days of annual leaves 

(1) Persons directly recruited in or transferred from the 
United States by the Federal Gcverrs'ient. 

(2) Persons employed locally but: 

(a) Who were originally recruited frost the United States and 
have been in substantially continuous eisiployaent by 
ether Federal s^eaciesi United States flints, interests, 
or org&uimfcicmi international, organisations in which 
the totted States Government participates, or foreign 
governments, and whose conditions of employment provide 
for their return transportation to the United States . 

(b) llho were at the tine of employment termporarily absent 
from the United States for purposes of travel or formal - 
study, and maintained residence in the United States 
during such temporary absence. 

<2> Person® accepting employment who mortally are not residents 
of tee aim cceicarnsd and who are discharged from the 
military service of the United States. 

(2) Exceptions to K&ximm Accumulation 

Accumulated ennmi leave to the credit of -the employee which is in excess 
of that autharixed by paragraph (,l) above mill remain to bis credit until 
used in either of the cooes# described below. 

(a) When the amount of accumulated annual leave to the employee's credit 
immediately following, the last complete biweekly pay period in 
calendar year 1952 (20 Decea&sr 1952), or the corresponding pay 
period for an es$pl©yea not peid on tins basis of biweekly pay period 
ms in excess of the 30 or 45 days allowable under paragraph (l) 
above under the provisions of law then applicable to the employee; 
or 

(b) When an employes who Ms been eligible for an accumulation of 45 
days under paragraph (l)(b) above becomes subject to tee 30-day 
limitation under paragraph (l)(a) above. 

However, when such an employes uses more leave teen 'he earns during any 
succeeding leave year, he my net regain as accumulated leave tee hours 
used in excess of those earned. 
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d. ADVANCE ANNUAL LEAVE 

(1) In an emergency, an employee who ha s completed 90 days of continuous 
service inay be granted advance annual leave in an mount which will not 
exceed that ’which he wlXl Iukto accrue'! ©t the close of the current leave 
However, if bwch leave has not been earned by the close of the 
leave year , the employee will be required to cake a refund for the 
unearned leave. 


(2) Annu al leave will not be advanced to an employee hnia-f ng a limited 
appointmat, or om expiring on a specified date, in excess of the 
total annual leave that would accrue during the remaining period of 
such appointment . An individual who lies exhausted his annual leave and 
mo win require recurring advances of annual leave may be granted a 
.blanket authorisation for an advance of the remainder of the leave which 
•will accrue to him during the current leave year. 

(3) Applications for advance annual leave will be submitted to the appro- 
priate approving official designated in accordance with paragraph 2a 
above. Within the limitations stated in (l) end (2) immediately 
above respecting the amount of leave which may be advanced, approving 
officials will consider such requests on the same basis as requests 
for use of accrued annual leave. 

(4) If the application for advance annual leave is approved, a copy of the 
approved request will be forwarded by the final approving authority, 
as appropriate, to the Payroll Branch of the appropriate Division of 
the Office of the Controller . 


e. TERMINAL PAY TO? ACCRUED ANNUAL I&WE 


(1) When an employee is separated from the Federal service, a lump-sum 
payment will be mode to liquidate annual leave to Ms credit which is 
not in excess of 30 days or the number of days carried over to his 
credit at the beginning of the leave year during which he is separated, 
whichever is the greater. 

(2) If an employee who has received, a lump-sum payment is re employed in the 
Federal or District of Columbia government (except in a position exempted 
by section 202(b)(1)(B), (C), or (H) of the Annual and Sick leave Act 

of 1951# as amended), he must refund to the employing agency an amount 
ecjual to the compensation covering the period between the date of re- 
empioyment and the expiration of such leave period. The leave represent- 
ed by such a refund will be credited to him by the employing agency as 
follows: 

(a) If he is reemployed urdar the seme leave system, leave will be 
r® credited in an escunt equal to the ©mount of leave represented 
by the refund. 

(b) If he is reemployed under a different leave system, leave will be 
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recredlted on anadjusted basis in accordance with regulations 
of the Civil Service Commission* 

^ il h ? is f eefn P 1 °y ed in • Position exempted by section 202(c)(1) of 

Sjck Act of 1951 » *® tended, such leave will 

be deemed to have remained to his credit. 

(3) During entrance-on-duty processing, the Office of Personnel will 

ascertain whether each new employee has received a lump-sum payment for 

T b ® TV *?*. i vlduals wh0 be required to make a 
will be referred to the Fiscal or Finance Di vision of the Office 
Comptroller, as appropriate, to make necessary arrangements for 
payment. Whenever possible, refunds will be made immediately in a 
lump sum* * 

A 

APPLICATION FOR ANNUAL LEAVE 

(1) Standard Form 71, Application for Leave, will be used for prior 
written requests for annual leave. This form will not be required 
when the employee will be present to initial his Tims and Attendance 
Report for the pay period during which the leave was used prior to 
its submission to the appropriate Payroll Branch. However, process- 
ing of the employee’s cheek will be delayed unless his Time and 
Attendance Report has been initialed for each day of leave Involved 
or is accompanied by Standard Fom 71 unless his supervisor or the 
Time and Attendance clerk certifies to the leave. In these cases, 
the employee will be required to complete Standard Form 71 verifying 
the leave as reported as soon as possible. 

(2) Requests for advance annual leave will be submitted by memorandum 
addressed to the appropriate approving official designated in accord- 
ance with paragraph 2 above. Advance annual leave will be reported 
on Time and Attendance Reports as it is used. 

SICK LEAVE 


a. POLICY 

Approving officials of the Agency will authorize the use of sick leave in all 

b0n ! J 1 i ? e casesu :fhe accrued accumulated sick leave to the employee’s 
credit is available for use in the following circumstances t 

(1) When it is established that the employee is incapacitated for the per- 
formance of duty because of sickness, injury, or pregnancy and confine- 

W6Hu 0 

(2) For medical, dental, or optical examination or treatment, when leave is 
approved in advance by the supervisor. 

(3) When a member of the immediate family Is afflicted with a contagious 
disease and requires care and attention by the employee, 

Oi) When, through exposure to contagious disease, the presence of the 

employee at his post of duty would Jeopardize the health of others. 
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b. ACCRUAL OF SICK LEAVE 

(1) Full-time employees are entitled to sick leave with pay, which shall 
accrue on the basis of one-half day for each full biweekly pay period# 

(2) Part-time and "when actually employed" employees for whom there has been 
properly established in advance a regular tour of duty of 1 or more days 
during each administrative workweek, are entitled to sick leave with 
pay, which shall accrue on the basis of 1 hour for each 20 hours in a. 
pay status. 

(3) Sick leave may be accumulated without limit and available for use in 
succeeding years. 

c. APPROVAL OF SICK LEAVE 

Use of sick leave is subject to the approval of the approving official 
designated in accordance with paragraph 2a above* Absencea of three work- 
days or less require the personal certification of the employee as to his 
incapacity for duty. This certification is made by the employee's initial- 
ing the period of absence on his Time and Attendance Report. Absences in 
excess of three workdays are required to be supported by medical certificate 
or other evidence administratively acceptable. (If the employee was not 
attended by a physician, a statement by the employee explaining why the 
services of a physician were not obtained may be accepted In lieu of a 
medical certificate. When sick leave has been requested for absence 
necessary to obtain repairs or adjustments of prosthetic appliances, a 
statement from the company making the repairs or adjustments may be accepted 
in lieu of a medical certificate.) 

d. ADVANCE NOTICE OF SICK LEAVE 

Advance written application for sick leave on Standard Form 71, Application 
for Leave, is required in all cases in which the absence can be foreseen. 

An employee who is absent on account of unforeseen illness should notify his 
supervisor as early as practicable on the first day of the absence (generally 
within the first two hours of work or as soon thereafter as possible). 

Failure to give such notice may result in a charge to annual leave or leave 
without pay, as the circumstances may justify. Approval of the absence should 
be given at the time of notification unless there is reason to doubt that 
the abeence may be a proper charge to sick leave. 


e. REPORT TO MEDICIL OFFICE 


The following reporting procedures have been established to carry out the 
preventive health program of the Medical Office: 

(1) Upon his return to duty, an employee in the Washington area who has 
taken more than three consecutive days of sick leave will report his 
absence to the Medical Office by completing Standard Form 71, Application 
for Leave. The employee's telephone extension and the nature of his 
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illness vi 11 be indicated on the reverse side of the form under 
"Reaarks’' and the fonts forwarded directly to the Chief Nurse, Medical 
Office. (If SP»?1. has been usad to obtain the medical certificate 
required by paragraph kc, above, an additional copy will be prepared; 
the medical certificate cad tfec Picture ef the sj^raviag official' 
are cot ragpirsd no the sJ&ltioasd e*gy, towerar* 

(2) Employees in the Washington area who take sick leave for a contagious 
disease vl.ll report in person to the Medical Office, prior to their 
return to duty. **“” 

(3) Employees in the Washington area who are returning to duty from sick 

leave of three calendar weeks or more will report to the Medical Office 

for examination. 

* 

(4) Administrative Officers or other personnel responsible for maintaining 
employees' time and attendance records are expected to remind employees 
of these requirements whan they return to duty from a period of sick 
leave. 

f . ADVANCE SICK LEAVE 

(l) In case of serious disability or ailment, and when required by the 
exigencies of the situation, employees may he advanced sick leave not 
to exceed 3$ days. 

(a) Advance sick leave is charged against sick leave which will be 
earned in the future. However, less than 8 hours sick leave will 
not be advanced to an employee who has sufficient annual leave to 
his credit to cover such request. 

(b) An individual who has exhausted his sick leave and vho will require 
recurring advances of sick leave nay be granted a blanket authori- 
zation for an advance of the remainder of the leave which will 
accrue to him during the current leave year end, if warranted by 
the circumstances, up to 30 days. 

(2) Sick leave will not be advanced to an employee holding a limited appoint- 
ment or one expiring on a specified date, in excuse, of the total sick 
leave which will accrue during the retaining period of such appointment . 

(3) When an employee applies for more sick leave than he has accumulated or 
may properly be advanced, the excess leave will be charged against 
annual leave, if available, or to leave without pay if annual leave is 
unavailable. 

(k) An employee separated from the service must refund the amount paid him 
for any unliquidated advanced sick leave which cannot be covered by 
annual leave to his credit, except whan separation is due tot 

(a) Death 
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(b) Retirement for disability 

^ t0 re !' M T r V to &xt>7 be0Rnse disability, evidence of 

wMch is supported by an acceptable medical certificate* 

^ f or aick leaT « will be submitted to the approving 

ixidals designated in accordance with paragraph 2a above .for review 
and recommendation. Each application must b& accompanied by a certi- 
cate from the attending physician as to the nature of the illness and 
the estimated date th® employee will be able to return to duty. 

(6) Applications will be forwarded to the Office of Personnel for approval, 
pie Assistant Director for Personnel will obtain the recommendation of 
the Chief, Medical Staff, before taking final action. 

g® SUBSTITUTION OF SICKFCR ANNUAL 1EA78 


When sickness occurs within a period of annual leave, sick leave may be 
granted to cover the period of illness, in which event the deduction against 
annual leave for this period will be converted,. Applications for such 
substitutions must be made within two workdays after return to duty and must 
be supported by a medical certificate, or other evidence administratively 
acceptable. 

5. LEAVE IN THE UNITED STATES FOR EMPLOYEES SERVING IN FOREIGN COUNTRIES 


a. POLICY 


(1) General 

Annual leave and pay, meat of travel expenses of the employee and his 
family to return to his residence in the United States or its Territories 
and possessions and return to the poet of assignment (or new poet if 
reassigned in the ' interim) will be granted to an employee following 
completion of Ms prescribed tour of duty cr as soon as possible there- 
after in accordance with the individual eligibility criteria set forth 
In paragraph (2) below. Will© he is on such leave, the employee shall 
not be 'available for work or duties except an follotat in the Agency, 
for training or reorientation for work, or, when authorised, for 
military leave. Any time required for such work, duty, training, or 
military leevo shall not be counted as annual leave. 

(2) Eligibility 

The employee must qualify under all the following conditions i 

(a) He must have served e n6.rA.mm of two years* continuous service 
abroad. (See paragraph 5b below.) 

(b) He must have bean a resident of the Uniter! States, its Territories 
or possessions, at the time of his employment by the Government. 

(e) Be nmrst have to Ms credit, at the time his travel begins, suf f i cient 

accrued and accumulated annual leave to carry Mm in a pay status for 
at least 30 calendar days. 
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(d) Ia t be erent that inusdiete return to m ammotm poet upon 
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for Personnel Action, will be prepared to show the reccewendatlon of 
the appropriate approving official. Three copies of the tom will 
forwarded to the Office of Personnel. If the request is approved, 
copies of the form will be forwarded to the Payroll f 

appropriate Division of the Office of the Controller by the Office or 

Personnel. 


d. FINAL CLEARANCE 

Upon receipt of Standard Form 52, the Office of Personnel will interview the 
employee concerned. She will be required to obtain clearance on Form 
No. 34-30, Final Payment Clearance Sheet. 


MILITARY LEAVE 

Military leave for training purposes only, not to exceed 15 calendar days in 
nny one calendar year, may be granted with pay without charge to annual 
leave to members of reserve components of the armed services of the uni tea 
States . Saturdays and Sundays will be included in the 15 -calendar-day leave 
period only when such leave includes the preceding Friday and the following 

Monday. 

b. In addition to the leave provided in paragraph a above, members of the 
National Guard of the District of Columbia will be granted leave with pay 
when ordered by competent authority to report for parade or encampment duty. 

c Application will be made on Standard Form 71, Application for Leave, specify- 
ing military training leave under "Other", and. submitted in duplicate to the 
approving official. Upon approval, one copy of the 3F-71 will be retained 
by the approving official and one copy will be filed with the Time and 
Attendance Report at the time the absence is first reported. A third copy 
of the SF-73, from which security and organ! zational information must be 
deleted, may be completed for the military unit if required. Immediately 
prior to his departure for military leave, the employee will leave with his 
supervisor two certified copies of the military orders, one of which will be 
attached to the Time and Attendance Report for the period which first 
includes any part or all of the military leave. Tie second copy will be 
forwarded to the Off ice of Personnel for incl usion in the personnel folder. 

(See paragraph 2f of 


7* 

a. 


8. COURT LEAVE 

a. Employees are expected to perform jury service whenever possible without 
serious interference with Agency operations. An official Agency request 
for an excuse from duty will be made only on the basis of unusual pressure 
of work, security of operations, or other adequate official reasons. Ex- 
cept when based on security considerations, the request will normally be 
for a postponement rather than an excuse from duty. Requests for excuse 
from or postponement of jury duty will be forwarded through an Assistant 

14 
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Director of the Office of the Deputy Director (intelligence), the Chief of 
an Administrative Office of the Office of the Deputy Director ( Admi ni strati on ) , 
the Chief of a Senior Staff or Area Division of the Office of the Deputy 
Director (Plana), the Director of Training, the Assistant Director for 
Personnel or Ccessuai cations , whichever is concerned, to the General Counsel 
for action. 


b. A full-time or "when actually employed' 1 employee for whom there has been 
properly established in advance a regular tour of duty of one or more days 
during each administrative workweek, who attends court as a witness on 
behalf of the Unites States or the government of the District of Columbia, 
or for Jury duty in a State, District of Columbia, or Federal court, is 
entitled to his regular pay while absent from duty, and no charge for leave 
is made. Evidence of attendance at court and evidence of receipt or nonre- 
ceipt of fees is required. Applications for court leave will be processed in 
the same manner as applications for advance annual leave. 

c. An employee may be granted court leave to serve as a witness if the value of 
his testimony rises from his official capacity. Annual leave or CHOP will be 
granted when an employee is absent from duty because of private litigation. 

d. Employees who serve as witnesses or Jurors and are granted court or official 
leave will surrender to the Fiscal or Finance Division, as appropriate, Office 
of the Comptroller, fees received from courts for days on which the employee 
normally would have worked. Federal employees called for Jury duty in the 
District of Columbia are not paid usual Jury fees. An employee who appears 
in any court in any capacity must report to the Director of Security for 
briefing on security regulations prior to the date of his appearance In court. 

9- ABSENCE FOR REGISTRATION AND VOTING 

a. Insofar as may be practicable without interfering seriously with production, 
employees who desire to vote at cocmmities where they maintain voting 
residence, except where voting by absentee ballot is permitted, will be 
excused for that purpose, without charge to leave, for a reasonable time on 
all election days. Further, employees who will be voting in Jurisdictions 
which require registration in person will be excused for that purpose, with- 
out charge to leave, for a reasonable time during the registration periods 

f specified by the Jurisdiction in which they will vote. Such authorized 
absence should not exceed the time actually required to vote or register, 
as the case may be and in no event shall it exceed one workday for each 
election or registration period. 

b. In those cases when an employee requests additional leave for voting or 
registration which will require longer than one day in order to enable him 
to go to his legal residence to vote or register, permission will be granted 
whenever practicable and the period of absence in excess of one day will be 

charged to annual leave or, if annual leave is exhausted, to leave without 
pay. 

10. LEAVE WITHOUT PAY 

Release 2002/01/23 : CIA-RDP78-04718A001 100130038-6 
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Se entitled to leave without pay if necessary for medical treatment, 
undler Executive Drier No. 5396. 

<2) 6) ' 

i^gSS on! ‘SS.7« «l5T W be^nd 
Z$Sft3S?££Z 3£S3w th« MUM Director for f«— 1. 
(See paragraph 10c below.) 

GUIDES TO APPROVAL 

\ **„,«.«+« for brief periods of leave without pay by employees without 

(1> as epproprlate, to their credit ehould be considered 

on generally the sane basis as requests for sick or annual leave. 

However, consideration should be given to whether the request ia the 
result of excessive use of leave. 

(2) Employees serving overseas may be granted leave without pay under the 
following conditions: 

( R ) Leave without pay for the personal convenience of the employee may 
be granted for an aggregate maximum of 30 workdays during a two-year 
tour Such leave may be greeted even though the employee has annual 
leave to his credit so that he may accumulate annual leave for use 
&e provided in paragraph 5 above; however, the fact that an 
employee has taken leave without psy for this reason does not affect 
the forfeiture of excess leave in accordance with paragraph 3c 

above . 


fb} Leave without pay may be granted upon request by the employee 

because of illness or injury whether or not he has annual or sick 
leave to his credit. Such leave without pay does not break the 
continuity of his service in qualifying for leave under paragraph 
r: afeove. If taken overseas, such leave without pay does not extend 
the employes' *8 tour of duty; however, the amount of such leave with* 
out pay taken in the United States does extend the tour for an 
equal period. 

(3) Requests for longer periods of leave without pay should ^ ^viewed to 
assure that the interests of the Agency or the serious needs o£ the 
employee are sufficient to justify the costs and administrative in- 
conveniences which result from retention of an employee in a leave- 
without -pay status. As a basic condition to approval, there should be 
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reasonable expectation that the employee vil return at the end of the 
approved period, and it should be apparent that at least one of the 
following benefits would result: 

(a) The employee will acquire increased Job ability. For example, 
when the leave is requested for educational purposes and the 
course of study or reaearch is in line with a type of work which 
the employee might be expected to perform for the Agency. Also, 
when the request is made to permit temporary employment with non- 
Fedeml public or private enterprise and his service will contribute 
to t ho public welfare, or the experience he will gain will serve 
the interests of the Agency. 

(b) The leave of absence is necessary for the protection or improvement 
of the employee's health. For example, to permit recovery from 
illness or disability which is not of a permanent or disqualifying 
nature, when continued eEployraent or immediate return to employment 
would threaten impairment of the employee's health or the health of 
other etroloyees . Also, to permit the employee to remain on the 
Agency's rolls pending final action on a claim for disability 
retirement or a claim under the Federal Employees ' Compensation 
Act. 

(c) The leave of absence is necessary to retain a desirable employee. 

C. EXTENSION OF LEAVE WITHOUT PAY 

Leave without pay will not be authorized initially for any period in excess 
of twelve months. Extension of leave without pay beyond twelve months may 
be approved by the Assistant Director for Personnel or his designee. Ex- 
tension will be approved only when the interests of the Agency will be 
furthered or when it Is edMnistratively determined that, beacuse of unusual 
circumstances, the employes would be subjected to undue hardship if the 
extension were denied. Application for extension will be forwarded on 
Standard Fora 52, Request for Personnel Action, to the Office of Personnel 
with the rac ompe ndatloE of an Assistant Director of the Office of the Deputy 
Director (Intelligence), the Chief of an Administrative Office of the Office 
of the Deputy Director (Administration), the Chief of a Senior Staff or Area 
Division of the Office of the Deputy Director (Plans), the Director of 
Training, or the Assistant Director for Personnel or Ccmaruni cations, which- 
ever is concerned. 



d. PREPARATION OF REQUEST 

Standard Form 52, Request for Personnel Actior^jVillbepreparedaM forwarded 
to the Office of Personnel in accordance with to 

report approval of leave without pay for periods ©var 30 calendar days to 
12 months. Standard Form 50, Notification of Personnel Action (or Standard 
Form 52, Request for Personnel Action, in lieu thereof ) will be issued by the 
Office of Personnel when leave without pay, or an extension or renewal thereof, 

is approved for 30 calendar days or more. 
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e. FINAL CLEARANCE FOR EXTENDED U3AVE OF ABSENCE 

Employees who are granted an extended period of ieav% without pay (60 days 
or more) will, prior to the beginning of such leave, execute Form No. 34-30, 
Final Payment Clearance Sheet. In addition, em ployees will he security 
interviewed pursuant to 


f . Employees will advise the Office of Personnel at least 30 days in advance of 
their anticipated return to duty in order that appropriate security approval 
may he obtained. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

i 
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